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JOB DESCRIPTION

FACILITIES & EVENTS ASSISTANT

Role overview

We are looking for a practical, flexible and reliable Facilities & Events Assistant to join our staffing team and
help keep our building running brilliantly, day in, day out.

No two weeks look the same. You will get involved across every aspect of church life, as well as our
conference and external event hire, one day setting up sound and AV for a service, the next turning an
auditorium around for a conference or a weekly ministry.

The role spans technical support, cleaning and room set-ups, basic maintenance and catering support, so
there is genuine scope to pick up new skills and shape the job around what you are good at. If you enjoy being
on your feet, solving practical problems and working as part of a close, supportive team, and you take real
pride in a church building that is safe, clean, well-presented and ready for whatever comes next, you will love
this role.

Key responsibilities

e Support the team with the day-to-day operation and upkeep of the facilities.

e Provide technical support for events, including assisting with equipment set-up and operation where
required.

e Carry out cleaning duties to maintain a high standard across the building.
e Set up and reset rooms to the required specification, including moving tables, chairs and other equipment.

e Be physically able to undertake manual tasks, including lifting, carrying and moving furniture and
equipment safely.

e Support with basic maintenance tasks and support contractors or maintenance teams.
e Support the wider staffing team with events, activities and day-to-day requirements.

e Assist with catering duties, including preparation, service and clearing down.

e Help ensure rooms and facilities are left clean, tidy and ready for their next use.

e Follow relevant health and safety, safeguarding and organisational procedures.

e Carry out other reasonable duties required to support the effective running of the facilities.

Person specification

e Practical and hands-on, with a willingness to get involved in a variety of tasks.
e Reliable, organised and able to work independently when required.

e A good team player who can integrate well within the wider staffing team.



Physically capable of moving furniture, equipment and other items safely.

Comfortable working across different areas, including cleaning, technical support and room set-ups.
Able to follow instructions and work to specific room-set-up requirements.

Flexible and willing to respond to changing priorities.

Friendly and professional when working with staff, volunteers and members of the public.

Ideally experienced in catering, hospitality or a similar environment.

Previous facilities, maintenance, technical or events experience would be advantageous.

Hours Pay
Average of 24 hours per week, part time. Hourly rate to be discussed based on
experience.

Interested?

Email your CV to matt.fields@hopewinchester.org
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